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4.2. 
4.2.1. 
Administrative services 
Duplicating service 
The Duplicating Center (Saint Mary's Graphics), is located adjacent to the 
Service Center and is open 7:30am to 6:00pm Monday through Friday. Included 
among the services provided by the Center not only to College personnel and 
students but to the general public as well are printing, copying, collating, 
folding, stapling, hole punching, bindery, and other related work. Envelopes and 
carbonless forms are also done. Pick up and delivery service is scheduled twice 
daily. Reasonable orders can be completed the same day or the following day. 
A copier which can reduce, enlarge, and collate is available for general public 
use. 
4.2.2. Campus Mail Service 
Daily mail pickups from campus offices are made at 10: OOam and 2: OOpm. Any other 
outgoing mail must be delivered to the mail room, located in the Duplicating 
Center, no later than 3:45pm to be processed the same day. All outgoing mail 
must be accompanied by billing slips ·and metering instructions which are 
available upon request. Each office is responsible for separating mail in 
categories (local, foreign, etc.). The mail room provides labels to identify the 
top envelope of bulk mailing. All envelopes to be sealed should have flaps up 
to be run through the postage machine. Like-sized pieces should be bundled 
together. Mail room personnel should be alerted for an early pickup and 
processing of more than 100 pieces by any single department. 
4 . 0 .  
A D M I N I S T R A T I V E  P O L I C I E S .  S E R V I C E S  A N D  F A C I L I T I E S  
O F  I N T E R E S T  T O  T H E  F A C U L T Y  
4 . 2 . 2 . l .  
C a m p u s  M a i l b o x e s  ( F a c u l t y  a n d  A d m i n i s t r a t i o n )  
( U n d e r  r e v i s i o n )  
4 . 2 . 3 .  
I n f o r m a t i o n  O f f i c e  
T h e  I n f o r m a t i o n  o f f i c e  ( s w i t c h b o a r d ) ,  l o c a t e d  i n  F i l i p p i  H a l l ,  u s u a l l y  h a s  
a d d r e s s e s  a n d  p h o n e  n u m b e r s  f o r  f a c u l t y  a n d  s t u d e n t s .  T h e  R e g i s t r a r ' s  o f f i c e  h a s  
t h i s  i n f o r m a t i o n  f o r  a l l  s t u d e n t s .  A t  p r e s e n t ,  t h e r e  i s  n o  w a y  t o  s e n d  w r i t t e n  
m a t e r i a l  t o  a n  o n - c a m p u s  s t u d e n t  o t h e r  t h a n  b y  U . S .  m a i l  o r  b y  d e l i v e r i n g  i t  t o  
h i s  o r  h e r  r o o m .  
4 . 2 . 4 .  
T e l e p h o n e  C a l l s  
S a i n t  M a r y ' s  C o l l e g e  c a m p u s  t e l e p h o n e  n u m b e r  i s  ( 5 1 0 )  6 3 1 - 4 0 0 0 .  C o l l e g e  
t e l e p h o n e s  a r e  f o r  C o l l e g e  b u s i n e s s  o n l y .  Q u e s t i o n s  a b o u t  t e l e p h o n e  s e r v i c e  
s h o u l d  b e  d i r e c t e d  t o  t h e  T e l e p h o n e  C o m m u n i c a t i o n s  o f f i c e ,  e x t e n s i o n  4 2 8 4 .  
F a c u l t y  w h o  w i s h  t o  r e a c h  
s t u d e n t ' s  f o u r - d i g i t  c a m p u s  
f a c u l t y  o f f i c e  p h o n e s  m a y  b e  
a n d  5 1 0 .  D i a l  9  p l u s  n u m b e r .  
e i t h e r :  
s t u d e n t s  i n  t h e  r e s i d e n c e  h a l l s  s h o u l d  d i a l  t h e  
t e l e p h o n e  n u m b e r .  I n  a d d i t i o n  t o  o n - c a m p u s  c a l l s ,  
u s e d  t o  m a k e  o f f - c a m p u s  c a l l s  w i t h i n  A r e a  C o d e s  4 1 5  
C a l l s  o u t s i d e  A r e a  C o d e s  4 1 5  a n d  5 1 0  m u s t  b e  p l a c e d  
a )  b y  a r r a n g e m e n t  w i t h  t h e  f a c u l t y  m e m b e r ' s  d e p a r t m e n t  c h a i r p e r s o n  t h r o u g h  
h i s j h e r  d e p a r t m e n t a l  o f f i c e  p h o n e  f o r  l o n g - d i s t a n c e  c a l l s ,  o r  
b )  b y  a r r a n g e m e n t  w i t h  t h e  S c h o o l  o r  f a c u l t y  s e c r e t a r y  f o r  l o n g - d i s t a n c e  
c a l l s  t o  l o c a t i o n s  b o t h  w i t h i n  a n d  o u t s i d e  C a l i f o r n i a ,  o r  
c )  f o r  p e r s o n a l  c a l l s  d i a l  8 + 0  f o r  l o c a l  o p e r a t o r  o r  8 + 0 0  f o r  l o n g  d i s t a n c e  
o p e r a t o r .  T h i s  w i l l  i n i t i a t e  a  c r e d i t  c a r d ,  c o l l e c t ,  o r  t h i r d  p a r t y  c a l l .  
C o i n  t e l e p h o n e s  a r e  a l s o  a v a i l a b l e  f o r  m a k i n g  p e r s o n a l  l o n g - d i s t a n c e  c a l l s .  
F a c u l t y  s h o u l d  a d v i s e  p e r s o n s  w h o  c a l l  t h e m  o f t e n  t o  d i a l  t h e i r  n u m b e r  d i r e c t l y  
b y  u s i n g  t h e  p r e f i x  6 3 1  p l u s  t h e i r  e x t e n s i o n .  
4 . 2 . 5 .  F a c s i m i l e  T r a n s m i s s i o n  
F a c u l t y  w h o  w i s h  t o  s e n d  o r  r e c e i v e  a  c o p y  v i a  f a c s i m i l e  w i l l  f i n d  s e r v i c e  i n  
t h e s e  l o c a t i o n s :  
S c h o o l  o f  E c o n o m i c s  a n d  B u s i n e s s  A d m i n i s t r a t i o n  ( G a l i l e o  3 2 9 )  . . .  3 7 6 - 5 6 2 5  
S c h o o l  o f  E d u c a t i o n  ( E d u c a t i o n  O f f i c e )  . . . . . . . . . . . . . . . . . . . . . . . . . .  3 7 6 - 8 3 7 9  
S c h o o l  o f  E x t e n d e d  E d u c a t i o n  ( D e L a S a l l e  O f f i c e )  . . . . . . . . . . . . . . . . .  6 3 1 - 9 2 1 4  
S c h o o l  o f  L i b e r a l  A r t s  ( D a n t e  3 1 9 N )  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 3 1 - 0 9 3 8  
S c h o o l  o f  S c i e n c e  ( G a l i l e o  1 0 1 )  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  3 7 6 - 4 0 2 7  
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4 . 2 . 6 .  
M a i n t e n a n c e  a n d  J a n i t o r i a l  S e r v i c e  
R e q u e s t s  f o r  s e r v i c e  a n d  i n f o r m a t i o n  r e g a r d i n g  s c h e d u l i n g  o f  a n y  j a n i t o r i a l ,  
g r o u n d s ,  a n d / o r  b u i l d i n g  m a i n t e n a n c e  s e r v i c e s  s h o u l d  b e  d i r e c t e d  t o  t h e  P h y s i c a l  
P l a n t  o f f i c e .  T h i s  i n c l u d e s  r e q u e s t s  f o r  c l e a n i n g ,  m o v i n g ,  s e t - u p s ,  o r  g r o u n d  
u s e ,  a s  w e l l  a s  r e p a i r s  o r  i n s t a l l a t i o n  o f  a n y  e q u i p m e n t  o r  s e r v i c e s .  R e q u e s t s  
f o r  r e m o d e l i n g ,  r e n o v a t i o n s ,  o r  n e w  c o n s t r u c t i o n  m u s t  b e  a c c o m p a n i e d  b y  a  P r o j e c t  
R e q u e s t  f o r m  a v a i l a b l e  i n  t h e  P h y s i c a l  P l a n t  o f f i c e .  T o  f a c i l i t a t e  s c h e d u l i n g ,  
i t  i s  n e c e s s a r y  t o  c o m p l e t e  a  S a i n t  M a r y ' s  C o l l e g e  W o r k  O r d e r  R e q u e s t  a n d  s u b m i t  
i t  t o  t h e  P h y s i c a l  P l a n t  o f f i c e .  A f t e r  r e g u l a r  w o r k i n g  h o u r s ,  e m e r g e n c y  s e r v i c e  
m a y  b e  r e q u e s t e d  t h r o u g h  t h e  O f f i c e  o f  t h e  D i r e c t o r  o f  P u b l i c  S a f e t y .  
4 . 2 . 7 .  I . . o s t  a n d  F o u n d  
T h e  C o l l e g e ' s  l o s t  a n d  f o u n d  d e p a r t m e n t  i s  l o c a t e d  a t  t h e  C a m p u s  S e c u r i t y  o f f i c e .  
I n q u i r i e s  m a y  a l s o  b e  m a d e  a t  t h e  m a i n  e n t r a n c e  g a t e .  
4 . 2 . 8 .  
I n f o r m a t i o n a l  S e r v i c e s  
4 . 2 . 8 . 1 .  I b i s  W e e k  a t  S a i n t  M a r y ' s  
T h i s  W e e k  a t  S a i n t  M a r y ' s  i s  a  p u b l i s h e d  l i s t i n g  o f  e v e n t s / a c t i v i t i e s  t o  b e  h e l d  
d u r i n g  a  g i v e n  w e e k  a t  t h e  C o l l e g e ,  d i s t r i b u t e d  e i t h e r  W e d n e s d a y  o r  T h u r s d a y ,  a  
w e e k  i n  a d v a n c e  o f  t h e  s p e c i f i c  w e e k .  M a t e r i a l  f o r  t h i s  l i s t i n g  c o m e s  f r o m  t h e  
m a s t e r  c a l e n d a r  p r e p a r e d  b y  t h e  D i r e c t o r  o f  F a c i l i t i e s .  I n f o r m a t i o n  t o  b e  
i n c l u d e d  o n  t h i s  l i s t i n g  s h o u l d  b e  s u b m i t t e d  a t  l e a s t  a  w e e k  i n  a d v a n c e  f o r  
c l e a r a n c e  o n  t h e  m a s t e r  c a l e n d a r  a n d  f o r  s u b s e q u e n t  i n c l u s i o n  i n  t h i s  w e e k l y  
p u b l i c a t i o n .  
4 . 2 . 8 . 2 .  
S a i n t  M a r y ' s  U p d a t e  
S a i n t  M a r y ' s  U p d a t e  i s  p r o d u c e d  b y  t h e  O f f i c e  o f  P u b l i c  R e l a t i o n s  a n d  i s  t h e  
o f f i c i a l  p u b l i c a t i o n  o f  S a i n t  M a r y ' s  C o l l e g e .  I t  i s  p u b l i s h e d  t h r e e  t i m e s  a  y e a r  
f o r  t h e  a l u m n i ,  p a r e n t s  a n d  f r i e n d s  o f  t h e  C o l l e g e .  F a c u l t y  m e m b e r s  a r e  
e n c o u r a g e d  t o  c o n t r i b u t e  t o  t h e  U p d a t e .  F o r  f u r t h e r  i n f o r m a t i o n ,  c o n t a c t  t h e  
O f f i c e  o f  P u b l i c  R e l a t i o n s ,  e x t e n s i o n  4 2 2 2 .  
4 . 2 . 8 . 3 .  F a c u l t y  N e w s  
F a c u l t y  N e w s  i s  t h e  o n - c a m p u s  f a c u l t y  n e w s l e t t e r  t h a t  c o n t a i n s  n e w s  a n d  i t e m s  o f  
i n t e r e s t  a n d  v a l u e  a b o u t  t e a c h i n g  a n d  s c h o l a r l y  a c t i v i t i e s  o f  t h e  u n d e r g r a d u a t e  
a n d  g r a d u a t e  f a c u l t y .  S p e c i a l  a t t e n t i o n  i s  g i v e n  t o  r e p o r t i n g  p r o f e s s i o n a l  
a c t i v i t i e s  a n d  s c h o l a r l y  a c h i e v e m e n t s  o f  t h e  f a c u l t y ,  s u c h  a s  t h e  p u b l i c a t i o n  o f  
a r t i c l e s  a n d  b o o k s .  A c a d e m i c  h o n o r s  a n d  a w a r d s  a r e  h i g h l i g h t e d .  F a c u l t y  N e w s  
i s  p u b l i s h e d  t h r e e  t i m e s  y e a r l y  a n d  i s  p r e p a r e d  a n d  e d i t e d  b y  t h e  D i r e c t o r  f o r  
F a c u l t y  D e v e l o p m e n t  a n d  S c h o l a r s h i p .  
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4.0. 
4.2.8. 
4.2.8.4. 
ADMINISTRATIVE POLICIES, SERVICES AND FACILITIES OF INTEREST TO THE
FACULTY 
Informational Services (continued) 
Staff Connection 
The Staff Connection is distributed 10 months of the year for employees of the 
College. It contains a feature story, news of events and policy changes, and 
personal items about employees. It is prepared by the Staff Committee 
representatives and edited by the Public Relations Department. 
4.2.8.5. Educational Perspectives 
Educational Perspectives is an on-campus journal devoted to the theory and 
practice of teaching and learning at the College. The review appears twice a year 
and contains articles, copies of talks, documentation, position papers, and book 
reviews. Manuscripts are solicited from faculty, administration and staff. 
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